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Outbound Transfers to NCIR Users




Step 1 of 6: Navigate homepage

You can view any pending Inbound or Outbound transfers in the NCIR under the Vaccine Order / Audience

Transfer Notification portion of the Home Page. In addition to the Manage Transfer Screen.

1. Click Manage Transfer '@':,?ttr%rly
home | change password | logout | help desk | @ Administrator
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Step 2 of 6: Navigate to New Transfer

Using the Manage Transfer function leaves an electronic trail from your facility to NCIP facility that

you are physically transferring vaccine to.

1. To transfer vaccine to another provider on the NCIR, start by clicking New Transfer.
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Step 3 of 6: Complete Transfer Information

1. Choose your Receiving Organization as the facility that you are transferring vaccine to. Audience
You can choose to transfer active and inactive vaccine to another provider. Click on the OK et
radio button next to your choice. '};V;?”‘gﬁy

3. Enter the Transfer Quantity in the box next to the vaccine you are wanting to transfer.

Remember to enter the amount in doses. Administrator

4. Click Save when you are ready to finish the transfer.
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Step 4 of 6: Navigate to Packing List

In order to finish this transfer, you must view or print the Packing List or Label. You will not be able Audience
to complete the transaction without doing this step. Click Packing List.
Inventory
Control

Edit Transfer: Create Date 04, “Saved Successfully**
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Step 5 of 6: Complete Transaction

Once back to the Edit Transfer screen, click Ship twice to complete transaction. Audience
Inventory
fttps://ncir-uat.dhhs.state.nc.us/reports/rwservlet?uat_packi... - O/ cemirel
I ﬁv tfr @ @® |es7n |- i o= [ -
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the window. When you close
the box you will be sent back to
the Edit Transfer screen.
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Step 6 of 6: Check Transaction Details

If the transfer was completed, you will see the message in blue Transfer Successfully Shipped
and the transfer will show up under Outbound Transfer.

Manage Transfer Transfer Successfully Shipped Invento ry

Control
Create 8 New Transfer... Meswy Transter |
Return to the Previous Screen.... Cancel |

Transfer List

Audience

Administrator
Outhound Transfer
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Note . REGISTRY

» If a “Ship Date” does not appear on the Outbound Transfer, then the transfer was not finished.

» If the date of transfer is different than the current date shown, then type the correct date in the
box next to “Enter Ship Date”.

Once the Transfer is completed, the vaccine is immediately removed from the Senders NCIR
inventory and ready to Accept into the Receivers inventory.
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Inbound Transfers
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Step 1 of 3: Navigate homepage

Click Manage Transfers and pending inbound transfers can be seen under the Inbound Transfer Audience
heading.
Inventory
Control

home | change password | logout | help desk ,
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Step 2 of 3: Find Transfer

Inbound Transfers can be state supplied vaccine orders or transfers from another provider. The

process of accepting these inbound transfers is the same, no matter the type.

Find your transfer and click on the Create Date link in blue.
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Step 3 of 3: Accept Transfer

To accept this transfer into your inventory, click on Accept Transfer. You should only accept your Audience

transfer after you have verified lot number, expiration date, and amount shipped. If your invoice

matches the NCIR then accept. 'rgenttorly
ontro

Receive Transfer

Accept Entive Transfer.... Accept Transfer | ..
Administrator
Reject Entive Transfer.... Feject Tranzfer |
Partially Accept Transfer... Partially Accept |
Return to the Previaus Screen.... Cancel |

Receiving Site
K voo wish to gocept all or part of this transfer, you must speciiy the site which will receive the Inventony in this transter,

- Receiving Site | NORTH CARDLINA IMMUNZATION REGISTRY [
nanst  YOU Will see this pop up message that makes sure
you want to add the vaccine into your inventory. |

Orga ' Microsoft Internet Explorer X

\_‘{‘) Are you sure you want to add all transfer items into inventory 7

%[ s

CONTILT ol OE TICE T COTWIICL ATy TR =T =TT =T
Phome ¥ (G77) §73-6247 Phone ¥ (919) 715-6770
Skhip Date 040352003

Transfer Vaccine kem

Transfer -
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Outbound Transfers to Non-NCIR Users
(Non-COVID-19 Vaccine)
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Step 1 of 3: Select Transfer

When you get ready to transfer vaccine to a provider that is not currently using the NCIR, you will

Audience
still need to be able to subtract that vaccine from your inventory so that your vaccine count is
accurate. Inventory
Control

1. Start by going to Manage Inventory and then click Show Inventory

2. Choose the vaccine you want to transfer by clicking the Select box next to the Trade Name

Administrator
until you see a black check

Manage Inventory

Adted Inventony for Site ([CAROLINES NEW OR G FOR TESTING PURPOSES)... Add Inventary

Modife Quantily On Hand for Selected Sites.. . Modify Dusntty

Show Transactions for Sies. =howe Transactions

Feturn ta the Previons Screeh. .. Cancel

Show ¥ sctive © Inactive T Mon-Expired © Expired
Site: | CAROLINE'S NEW ORG FOR TESTING PURPOSES =]
" Public © Private ™ all

e e e [ L

Adacel 260942, G034 02i23n2009
M Adacel Hagd:aU a0 hy § 090972009
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Step 2 of 3: Modify Quantity

After choosing the trade name you are directed to the Modify Quantity screen. Audience
1. Choose Subtract as the Action as you are subtracting this vaccine from your current inventory et
nventory
Control

2. Enter the Amount in doses that you are going to transfer
3. Under the category drop down choose ‘Transfer to Provider’
4. Click Save when you are finished.

Administrator

Manage Inventory

Save Changes to Quantity On Hand for Selected Sites. mave

Cancel

Return to the Previols Scoreen....

Muodify Quantity On Hand for Selected Site(s)

Lot tumber | imvOnana | _Action | _amout_ | category

Adacel 2609424 5094 |Subtract =] [100 Receipt from Invertory | =
Feceipt from Invertory
Feceipt from Provider
NOTE: Flelds marked with an asterisk - are reqguired. Return to Provider

Wiasted Doses
Error Correction
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Step 3 of 3: Review Inventory

Manage Inventory

Audience
Actel Inventary for Site (CAROLINE'S NEW ORG FOR TESTING PURPOSES).. Add Invertary J—
Control

Moty Quantity Oy Hand for Selected Sites.... Modify Guantity
Show Transactions for Shes... You will be able to see Showe Tranzactions Administrator

that the vaccine has been
Return to the Previous Screen.... subtracted from your Cancel

inventory by going to your

Show Inventory screen.
Show (3] g, Jinactive O Mon-Expired () Expired

(Csta ) Private O Al

TR T T T

[T Adacel C2609484 2934 0272372009

Site: ED=

M Adacel H35450 200 i M 090972003

NOTE: When you have finished modifying the quantity of vaccine you have transferred, you will
still need to document that transfer with the Immunization Branch. You can do this by going to the
Show Transaction report and running the report. You will need to choose Transfer to Provider
as the transaction type. Print out the report and write the name of the practice that you transferred

quaccme to and then fax that report to the Immunization Branch at 1-800-544-3059
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Where to Go for More Help?
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Questions?

Contact your Regional Immunization Program Consultant (RIC)
The RIC Coverage Map with contact information is located on the Immunization Branch website:
https://www.immunize.nc.gov/contacts.htm

NC Vaccines Help Desk
1-877-873-6247
(Monday — Friday 7:00 AM — 7:00 PM ET and Saturday 8:00 AM — 4:00 PM ET)
https://ncgov.servicenowservices.com/csm_vaccine
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NCIR Roles

NCIR Role Role Definition Corollary Role in CYMS

Reports Only

Typical User

Inventory Control

Administrator

PARTMENT OF
TH AND
N SERVICES

This person in NCIR is only able to search for clients and
view/print client specific records.

Person who can manage, including add and edit, clients in
NCIR, as well as manage inventory and ordering. This role also
has all of the functionality of the Reports Only role.

Person who can manage inventory and ordering, as well as all
of the functionality of the Typical user and Reports Only roles.

Person who can manage organization users, sites, and

clinicians in NCIR. They run practice-level reports, including
reminder/recall. This role also has all of the functionality of
the Reports Only, Typical User, and Inventory Control roles.

N/A

Healthcare Provider

N/A

Location Manager
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